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New Environment

New 

Functionality
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New 

Experiences

Welcome  

to the new    

NC E-Procurement

• Familiarize yourself with 
new functionality

• Familiarize yourself with 
new functionality

1

• Understand changes 
from the old system 

• Understand changes 
from the old system 2

• Be prepared for the new 
system

• Be prepared for the new 
system3

Today’s Objectives
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What’s New Guide

Logging In

Dashboard & Navigation

Searches

Reports

eRequisitions

User Profile Maintenance

Administration

Logging In

Logging In - NCID

• NC E-Procurement will be using the North Carolina Identity 
Management Service (NCID) to authenticate users.

• You will need an NCID User ID and password to log into NC E-
Procurement.

• Users will use the standard NCID password reset process.

• If you have issues with your NCID User ID and Password, please 
reach out to your Entity's Delegated Administrator (DA).  For 
example, if you cannot remember your password and are unable 
to reset it, contact your DA.

• If you have issues with your NC E-Procurement account, please 
contact your Entity's Security Administrator or the NC E-
Procurement Help Desk.  For example, if you have issues with 
information on your E-Procurement profile contact your Security 
Administrator or the Help Desk.
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Users now use their NCID 
User ID & Password to log 
into NC E-Procurement.

Dashboard & Navigation

Here is the screen you see 
today after logging into the 
current version of NC E-

Procurement.
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Welcome to the new NC E-
Procurement Dashboard.  This 
provides quick access to things 

you need to do each day.

There are two sections to the 
Dashboard.

The Menu Bar…
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And The Dashboard Portlets.

The Dashboard presents you 
with key data and provides 
multiple navigation paths.

The Refresh Content link on the 
Dashboard will ensure your Portlet 
information is up to date.  For 

example, if you see an eRequisition 
status that looks out of date, clicking 
Refresh Content will retrieve the 

latest information.
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The Common Actions Portlet 
provides quick shortcuts to 
create new approvable 
documents and manage 

Reports.

The Recently Viewed Portlet
lists the five most recent 

documents you have viewed. 

The To Do Portlet lists 
documents that require your 
approval or for which you have 

been added as a watcher.
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My Documents is a list of the 
most recent documents you 

have created.  

News delivers news about NC 
E-Procurement.  Information 
will be updated on a periodic 

basis.

The Search Portlet provides a quick 
way to search various document 
types.  For example, clicking 
"eRequisition" and entering an 
eRequisition ID will return any 

matching eRequisitions.
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Purchasing Links provides 
quick links to important North 

Carolina Procurement 
resources.

New Tabs can be given a 
name and you can determine 
which documents will appear 

on the new Tab.

You can also add a custom 
Tab to the Dashboard, such 
as a new Tab to display saved 

search results.
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You can drag and drop 
Content Portlets to the new 
Tab per your preferences.

Searches

Searches – What’s New

• New Search Fields have been added.

• Global searching – users with the proper Role can now search any 
eRequisition in the system across all entities.

– Facilitates better State purchasing by providing access to key 
information.

– e.g., What prices have other entities received from Vendor X?

• Saved Searches can be added as Dashboard Portlets.

• Labels have replaced Folders.

– Searches are more powerful than Labels.

– Use searches to find changing information, such as “eRequisitions for 
3rd Quarter” or “Orders for Vendor X”.

– Use Labels for non searchable criteria, like “2012 Hurricane Season 
Preparations”.
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In the current version, you can 
only access Searches here.

In the new version, there are 
multiple ways to initiate a 

Search.

Searches can be accessed via 
the Menu Bar,
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or via the Search Portlet.  
Here you can enter an 

eRequisition ID to quickly 
search for a particular 

eRequisition.

The Search page allows you 
to refine your Search, save 
the Search, apply Labels, 
and access Saved Searches

and Labels.

The Navigation Panel
provides access to Labels and 

Saved Searches.
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The Search Filters allow you 
to refine the criteria and save 
them as a Saved Search.

Search Results you can see 
and sort results and can 

perform key actions, including 
applying Labels

Using the Configure Tabs –
Add Content option you can 
add a Saved Search to your 
Dashboard to quickly access 

search results.
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You can click and drag a 
Saved Search to anywhere 
you like on the Dashboard.

You can then select the Saved 
Search you want to use.

The Search results now appear 
as a Portlet on your 

Dashboard.
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Labels have replaced Folders 
in the new version.  Labels
can be applied in the Search 
page or on each approvable.   

Reports

Reports – What’s New

• New Reports have been added. E.g., Requisition Detail, Overdue 

Orders and Requisition Average Cycle Time Analysis

• Global searching – users with certain Roles can now report on any 

approvable in the system across all entities.

– Facilitates better State purchasing by providing access to key 

information.

– e.g., What prices have other entities received from Vendor X?

• “Live” reports vs. “Historical” reports.

– Live Reports include data from the live system, limited to the last 60 

to 90 days.  Live Reports can show you data from “today”.

– Historical Reports do not pull from the live system but provide a 

snapshot of the data updated on a periodic basis.  Currently set to 

pull back 2 years worth of data.  Historical Reports show only data 

from “yesterday” or “last week”.
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There are multiple ways to 
access Reports.

You can get there through the 
Menu Bar…

… or you can access them via 
the Common Actions Portlet.
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You first select the Report
Category.  The options listed 
here depend on the Roles you 

have.

Next you select the Report
you want to run.  The reports 
listed will depend on your 

Roles.

The Report Description
identifies what Report you are 
running.  Notice the difference 
between the “Live” version 
and “Historical” version.
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After selecting the Report, you 
will have the opportunity to set 
Report Filters and choose the 

Report Format.  Global 
Reporting users will be able to 
change the Entity field see 

data from any Entity.  

Here is a sample Report, in 
the HTML format.

eRequisitions



19

Requisitions – What’s New

• The number of steps in creating an eRequisition has been 

reduced.

• Catalog searching has been improved.

– Keyword searches

– Fuzzy logic

– Compare items

• Commodity Code searching has been enhanced.

• New pop-up value selectors simplify choosing field values.

• Comment and Attachment management has been upgraded.

• History Tab reflects the full history of the eRequisition.

There are multiple ways to 
start an eRequisition.

You can get there through the 
Menu Bar…
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… or you can create one via 
the Common Actions Portlet.

The first screen you see when 
you create an eRequisition is 
the Catalog Home screen.

From here you can navigate by 
clicking through the Catalog 

Hierarchy.
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You can also initiate a search 
by Keyword, Contract ID, or 

Commodity Code.

The Catalog Navigation 
panel will change as you 
navigate the catalog.

Here you can see the changes 
when looking at the OFFICE 

EQUIPMENT AND 
SUPPLIERS branch of the 

catalog hierarchy.
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The Catalog Navigation panel now 
highlights Keywords, Suppliers, 
Manufacturer, and Price.  These 
options provide another way to 

quickly navigate to what you need.

eQuote is now accessed via 
the ‘Uncategorized Items’
branch of the hierarchy.

Clicking ‘eQuote Punchout 
Site’ here works exactly like 
clicking the button today.  

There has been no change in 
eQuote functionality.
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You can now select multiple 
items and click the ‘Compare’ 
button to view their details 

side by side.

Item attributes now appear 
side by side for quick 

comparison.

The Non-Catalog process looks 
and functions much like it 

does today.  There are a few 
changes to discuss
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Commodity Code selection has 
been improved.  You will 

continue to see your last five 
choices in the list

Selection now takes place in a 
pop-up, rather than a new 
screen.  This reduces page 

refresh times.  

The Commodity Code hierarchy 
makes it easier to find the right 

code.  You can search by the code 
number or description.  You can 

also scroll through commodity code 
groupings and expand the hierarchy 

to find the right code.



25

You can also search for a 
Commodity directly by 

entering a value and pressing 
the ‘Enter’ key.

After pressing the ‘Enter’ key, 
the Commodity Code pop-up 
chooser will appear with 

results based on your search 
values.

For Commodity Codes, you can search 
both on the number and description.  Each 
field on the eRequisition with a pop-up 
chooser has this capability, but available 

search terms depend on the field.  
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Now in NC E-Procurement, 
Statewide and IT Convenience 
contracts are searchable as 

well.

In the new environment, the 
Good/Service indicator is now 
controlled by Commodity 

Code. It cannot be changed 
manually.

Changing the Commodity Code 
will change the indicator as 

appropriate. 
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Comments and Attachments
can be added at the 

eRequisition header or line 
item levels.

Comments and Attachments 
can be made visible to the 
Supplier using the checkbox.

With the proper Role, Comments 
and Attachments can be edited 

or deleted, and additional 
Comments and Attachments 
can be added as well.  Deleted 

comments on submitted 
eRequisitions will appear in the 
‘History’ Tab for reference.
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During the eRequsition approval 
process, users with appropriate 
permissions can edit, delete, or 
reply to comments as well. 

As stated before, deleted 
comments still appear in the 

‘History’ Tab for audit 
purposes.

User Profile Maintenance
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User Profile – What’s New

• The ‘User Name’ and ‘Email Address’ fields are populated 

from NCID.

• Users will no longer be able to change their passwords in NC 

E-Procurement.  They will need to use the existing NCID 

functionality.

Users can still delegate their 
approval authority as they do 

today.

Users can also request an 
update to their user name and 
email address by using the 

Change Your Profile option.
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By creating and submitting a new User 
Profile request, a user’s Name and 
Business Email Address will be 

pulled from NCID and populated in NC 
E-Procurement.  Changes must be 

made in NCID first.

Administration

Administration – What’s New

• Security and EPLite Administrators will only be able to create 

users after the user’s NCID User ID has been identified or 

created.

• When a user moves to a new Entity, the NC E-Procurement 

Help Desk will be able to move that user from one Entity to 

another.

– The User’s Entity must be updated in NCID first.

• Security and EPLite Administrators will no longer be able to 

reset user passwords in NC E-Procurement.

• Administrators can still create new addresses.
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Administrators with the proper 
Roles will be able to maintain 

Users or address data by creating 
a maintenance request.

When adding a user, the Security 
Administrator will need to know 
the NCID User ID for this person.

The NCID User ID, Name, and 
Email Address fields will be 

populated from NCID.

For some Entities, the Security 
Administrator may assign a user 
to a Group for approval flow 

purposes.
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Summary

Logging In

Dashboard & Navigation

Searches

Reports

Requisitions

User Profile Maintenance

Administration

Summary

• The new NC E-Procurement version is designed to 

make it easier to access the things you need to do 

each day.

• The number of steps to create an eRequisition has 

been reduced.

• The catalog search capabilities have been improved.

• Search capabilities are easy to access and have been 

enhanced.

• Reports are available to track activity in NC E-

Procurement.

For More Information

Logging In

Dashboard & Navigation

Searches

Reports

Requisitions

User Profile Maintenance

Administration

• Go To:  eprocurement.nc.gov/Training.html to:

• Access over 450 pages of Job Aids

• Take Web Based Training courses

• Contact the NC E-Procurement Help Desk:

• Email: ephelpdesk@its.nc.gov

• Phone: 1-888-211-7440, option 1


